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ENSURE MATCH eInvoice + Commercial

Airline



STEPS

• Ensure $$$ dollar amount in Travel,
“commercial airlines” equal eInvoice

• If not, need to do a “change ticket” under
Travel, the following steps are highlighted
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ON TO DTSON TO DTS
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Under Travel
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SELECT THE TRAVEL TABSELECT THE TRAVEL TAB



Select Air
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Select Edit Option on Airlines
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Edit

Edit

Edit

Edit

Edit

Double click



Next, click on change ticket datachange ticket data
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Edit

Edit

Edit

Edit

Edit

Click on change
ticket Data
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Type: Under DROPType: Under DROP
DOWN BOX, SelectDOWN BOX, Select
‘‘CommComm Air (Air (IndivIndiv Bill)Bill)
for those with travelfor those with travel
card,card, CommComm AirAir
(Central Bill) for those(Central Bill) for those
few who DON’T!few who DON’T!



Ready to change “Ticket No.”
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Insert correctInsert correct
$$$ amount$$$ amount

COMMAIR

COMMAIRNote: This may be
$0.00 here and you

Have to change
another air leg to

match



Ticket No changed
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As you can now see,As you can now see,
it has “890” in frontit has “890” in front

Enter “CTO fee”
$13.75
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Flight fee addedFlight fee added

SAVE IT!

CLICK “SAVE”



How do you know if it added has been
changed and it matches?
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What did the eInvoice say was ticket
fee?
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$ 414.80$ 414.80



Let‘s see in DTS
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Summary

• Check to see if eInvoice $$$ matches what is
on commercial air
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$428.55$428.55

Note: in our example,
no match!



Summary continued

• If the eInvoice and Commercial airline don’t
match then
– 1. Go to Travel, then Air
– 2 Next, click on the first airline ticket
– 3 Then go to change ticket data
– 4 Enter a correct amount to ensure $$$ match the $$$

amount on eInvoice, then save
– 5 Check the Commercial Air, if they now match, you

are done, if not go to another air leg, edit and repeat
until they match, then exit DTS

– 6 Have your traveler sign it
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Any additional questions, contact us
via email
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